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Overview
The COVID-19 Safety Plan has been produced in consultation with various school staff, through a variety
of meetings and discussions, and in compliance with the mandates and protocols of various
governmental bodies that regulate the health and safety of the workplace and the educational and
childcare system in British Columbia.
The preparation of the COVID-19 Safety plan has been guided by the following six steps as
recommended by WorkSafe BC:
1.
2.
3.
4.
5.
6.

Assess the risks at your workplace.
Implement protocols to reduce the risks.
Develop policies.
Develop communication plans and training.
Monitor your workplace and update your plans as necessary.
Assess and address risks from resuming operations.

In developing the protocols for the COVID-19 Safety Plan, guidance was provided by literature and
mandates issued by a variety of governmental bodies, including: WorkSafe BC, BC Ministry of Education,
BC Ministry of Health, BC Ministry of Children and Family Development, and BC Centre for Disease
Control. The overarching protocols for the plan focus on understanding and reducing the transmission
of COVID-19 through concentration in three main areas:
1. Administrative measures – policies, procedures, and guidelines.
2. Environmental measures – physical distancing or physical barriers.
3. Cleaning and hygiene measures – personal and organizational.
While it is impossible to eliminate the risk of the transmission of COVID-19, the plan seeks to reduce the
risk of person-to-person transmission by increasing levels of protection:
1. Elimination – using policies and procedures to limit the number of contacts or reconfiguring
classrooms and work spaces to provide for physical distancing.
2. Engineering controls – installing physical barriers.
3. Administrative controls – establishing rules and guidelines for shared spaces.
4. Personal Protective Equipment (PPE) – providing PPE to cleaning personnel and staff as required
for specific situations.
The COVID-19 Safety Plan consists of the following sections:
✔ WorkSafe BC Six Step Checklist
✔ General Organizational Policies and Procedures
✔ Organizational Policies and Procedures for Specific Areas
✔ Appendices containing signage, charts, and other materials
Throughout this document, references to “the workplace”, “the School”, “the building” or “the facility”
apply to the following locations in Victoria, B.C. unless otherwise indicated:
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o
o
o

Christ Church Cathedral School: 912 Vancouver Street
CCCS Childcare & Jr. Kindergarten: 1670 Richardson Street
CCCS Childcare & Jr. Kindergarten: 1806 San Juan Avenue

COVID-19 Public Health Guidance for Child Care Settings
“Based on current epidemiology of COVID-19 in B.C., and the fact that children are at a much lower risk of
developing COVID-19, child care providers are encouraged to remain or re-open, while supporting the
health and safety of children and adults. Child care services should adapt as much as possible to
implement public health and infection prevention and control measures, including staying home when ill,
physical distancing, minimized physical contact, hand hygiene, frequent cleaning and disinfection, as
described in this guidance.” — from BC Centre for Disease Control and BC Ministry of Health’s COVID-19
Public Health Guidance for Child Care Settings

COVID-19 Public Health Guidance for K – 12 Schools
Based on the current epidemiology of COVID-19 in B.C., the latest research, guidance from the Provincial
Health Officer, and evidence that children are at a lower risk of developing and transmitting COVID-19,
K-12 students can return to full-time, in-class instruction in accordance with current public health
guidelines for schools.

Section I: WorkSafe BC Six Step Checklist
Step 1: Assess the risks at your workplace
The virus that causes COVID-19 spreads in several ways. It can spread in droplets when a person coughs
or sneezes. It can also spread if a contaminated surface and then a person’s face is touched. The risk of
person-to-person transmission increases the closer people get in close contact and the more time they
are together. The risk of surface transmission increases when many people contact the same surface
and when those contacts happen over short periods of time.
Identify areas where there may be risks, either through close physical proximity or through
contaminated surfaces. The closer together workers are and the longer they are close to each other, the
greater the risk.
✔ We have involved employees throughout the organization in assessing the workplace risks.
✔ We have identified areas where people gather, such as the staff room, classrooms, and meeting
rooms.
✔ We have identified job tasks and processes where workers are close to one another, students,
and visitors.
✔ We have identified the tools and equipment that workers share while working.
✔ We have identified surfaces that people touch often, such as doorknobs, light switches, etc.
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Step 2: Implement protocols to reduce the risks
Select and implement protocols to minimize the risks of transmission. Look to the following for
information, input, and guidance:
✔ We have reviewed industry-specific protocols on worksafebc.com and other licensing and
governing bodies and have implemented those protocols to the extent that they are applicable
to the risks of our workplace. In addition, we have implemented other protocols to further
reduce the risk of transmission.
✔ We have involved employees throughout the organization for information, input, and guidance
in the implementation of protocols.
✔ We have reviewed orders, guidance, and notices issued by the provincial health officer and
relevant to our industry.
✔ We have taken into consideration information and input from other industry associations such
as FISA when implementing protocols.

Reduce the risk of person-to-person transmission
To reduce the risk of the virus spreading through droplets in the air, implement protocols to protect
against your identified risks. Different protocols offer different levels of protection. Wherever possible,
use the protocol that offers the highest level of protection. Consider controls from additional levels if
the first level isn’t practicable or does not completely control the risk. You might likely need to
incorporate controls from various levels to address the risk at your workplace.
First level protection (elimination): Limit the number of people at the workplace and ensure physical
distance whenever possible.
✔ We have limited the number of people in the School building to include only students,
educators, and those necessary to support students learning and for the safe operation of the
school.
✔ We have established and posted an occupancy limit for areas within our premises including
break rooms, meeting rooms, washrooms, gym, and auditorium.
✔ We continue to encourage work-from-home arrangements, virtual meetings, rescheduling of
work tasks, and limiting the number of visitors in the workplace.
✔ We have implemented measures to keep workers and others at least 2 metres apart, wherever
possible.
✔ We have organized students and teachers at the main school into “cohorts” or groups of people
who will learn and work together while minimizing physical contact between students and
teachers within that cohort.
✔ We will instruct, remind, and monitor student movement to encourage physical distancing
between students and staff from different cohorts.
The control measures in place are listed in the following sections of this document.
Second level protection (engineering): Barriers and partitions
✔ We have installed some barriers where workers cannot keep physically distant from visitors.
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✔ We have included barrier cleaning in our cleaning protocols.
✔ We have installed the barriers so they don’t introduce other risks to workers.
The control measures in place are listed in the following sections of this document.
Third level protection (administrative): Rules and guidelines
✔ We have identified rules and guidelines for how workers should conduct themselves.
✔ We have clearly communicated these rules and guidelines to workers through a combination of
electronic communications, meetings, training, and signage.
The control measures in place are listed in the following sections of this document.
Fourth level protection: Using masks (optional measure in addition to other control measures)
✔ We have reviewed the information on selecting and using masks and face shields and
instructions on how to use a mask and face shield and these will be shared with staff.
✔ We understand the limitations of masks to protect the wearer from respiratory droplets. We
understand that masks should only be considered when other control measures cannot be
implemented, i.e. when educators cannot maintain physical distance when working with
children in multiple cohorts or when childcare staff have to work very closely to physically
support a child.
✔ We will train workers in the proper use of masks.
The control measures in place are listed in the following sections of this document.

Reduce the risk of surface transmission through effective cleaning and hygiene practices
✔ We have reviewed the information on cleaning and disinfecting surfaces.
✔ Our workplace has enough handwashing facilities on site for all our workers and students.
Handwashing locations are visible and easily accessed.
✔ We have policies that specify when workers and students must wash their hands and we have
communicated good hygiene practices to workers and students. Frequent handwashing and
good hygiene practices are essential to reduce the spread of the virus.
✔ We have implemented cleaning protocols for all common areas and surfaces, e.g. washrooms,
tools, equipment, shared tables, desk, light switches, and door handles. This includes the
frequency that these items must be cleaned (number of times per day) as well as the timing
(before and after school, after lunch, and after use.)
✔ Workers who are cleaning have adequate training and materials.
✔ We have removed unnecessary tools and equipment to simplify the cleaning process, e.g.
shared utensils and plates.
The control measures in place are listed in the following sections of this document.

Step 3: Develop policies
Develop the necessary policies to manage your workplace, including policies around who can be at the
workplace, how to address illness that arises at the workplace, and how workers can be kept safe in
adjusted working conditions.
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Our workplace policies ensure that workers and others (students and visitors) showing symptoms of
COVID-19 are prohibited from the workplace.
An employee will be prohibited from work if he/she:
✔ Has had symptoms of COVID-19 in the last 10 days. Symptoms include fever, chills, new or
worsening cough, shortness of breath, sore throat, and new muscle aches or headache.
✔ Has been directed by Public Health to self-isolate.
✔ Has arrived from outside of Canada or who has had contact with the confirmed COVID-19 case
and has not self-isolated for 14 days and monitored for symptoms.
Our workplace policy
✔ Indicates areas where visitors are prohibited or have limited access.
✔ Provides first aid attendants with OFAA protocols for use during the COVID-19 pandemic.
✔ Describes our working alone criteria.
✔ Describes our work from home criteria.
✔ Ensures that workers have the training and strategies required to address the risk of violence
that may arise as parents, students, and members of the public adapt to restrictions or
modifications to the workplace.
✔ Ensure that an appropriate violence prevention program is in place.
Our policy addresses workers (or others) who may start to feel ill at work.
It includes the following:
✔ Sick workers will report to the school office, even with mild symptoms.
✔ Sick workers will be asked to wash or sanitize their hands, be provided with a mask, isolated and
asked to go straight home.
✔ If the worker is severely ill (e.g., difficulty breathing, chest pain), 911 will be called.
✔ Any surfaces that the ill worker has come into contact with will be cleaned and disinfected.

Step 4: Develop communication plans and training
It will be ensured that everyone entering the workplace, including workers from other employers, will
be given information to know how to keep themselves safe while at our workplace.
✔ We have a training plan to ensure everyone is trained in workplace policies and procedures.
✔ All workers have received the policies for staying home when sick.
✔ We have posted signage at the workplace, including occupancy limits and effective hygiene
practices.
✔ We have posted signage at the main entrances indicating who is restricted from entering the
premises, including visitors and workers with symptoms.
✔ Supervisors have been trained to monitor workers and the workplace to ensure policies and
procedures are being followed.
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Step 5: Monitor your workplace and update your plans as necessary
Things may change as your business operates. If you identify a new area of concern, or if it seems like
something isn’t working, take steps to update your policies and procedures. Involve workers in this
process.
✔ We have a plan in place to monitor risks. We make changes to our policies and procedures as
necessary.
✔ Workers know who to go to with health and safety concerns.
✔ When resolving safety issues, we will involve health and safety committees or other workers.

Step 6: Assess and address risks from resuming operations
If your workplace has not been operating for a period of time during the COVID-19 pandemic, you may
need to manage risks arising from restarting your business.
✔ We have a training plan for new staff.
✔ We have a training plan for staff taking on new roles or responsibilities.
✔ We have a training plan around changes to our business, such as new equipment, processes, or
products.
✔ We have reviewed the start-up requirements for vehicles, equipment, and machinery that have
been out of use.
✔ We have identified a safe process for clearing systems and lines of product that have been out
of use.
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Section II: Organizational Policies and Procedures
Restricting Access to the School & Child Care Centres
Access to the premises will be restricted through the use of various protocols, policies, and procedures
that function to: a) limit the number of people entering the building, b) limit how they may enter the
building, and c) clearly communicate conditions for which access will be denied, especially for those
feeling unwell.

Rescheduling classes and providing alternate delivery of curriculum if required
A revised timetable has been developed and will be distributed to all families and staff at the main
campus in the event we are instructed to return to Stage 3. This timetable reduces the number of
days that any group of students will be attending class in-person. We have developed an alternate
online curriculum delivery process thereby permitting most students to continue learning from
home and most staff to continue working from home. If instructed to return to Stage 4, we will
deploy our online curriculum delivery process for all students.

Reducing access to the School building & Child Care Centres
We will ask that teachers and staff do not enter the building on the weekends unless they notify
administration in order to support our strict cleaning protocols.

Signage
Signage has been posted at all entrances to the buildings reminding people of the conditions for
which access to the building will be denied. See Appendix A.

Student drop-off and pick-up
To limit congestion at the building entrance and in hallways, students will be picked-up and dropped
off outside at staggered intervals (Stages 2 and 3). Parents will not be permitted inside the school
and classrooms of the main school building (Stages 2 and 3). Drop off and pick up procedures at the
child care centres have been adjusted to minimize the number of parents entering the facilities and
the areas they may access.

Health check
All students and staff who have symptoms of COVID-19 OR travelled outside Canada in the last 14
days OR were identified as a close contact of a confirmed case or outbreak must stay home and selfisolate, including children of essential service workers who are ill.
All staff will assess themselves daily for symptoms of the common cold, influenza, or COVID-19 prior
to entering the school or child care centres.
At drop-off, staff will conduct daily checks for respiratory illness by asking parents and caregivers to
confirm the child does not have symptoms of the common cold, influenza, COVID-19, or other
respiratory diseases. If children do, they will not be permitted to attend school.
The school and child care centres will clearly communicate with parents and caregivers their
responsibility to assess their children daily before sending them to school. Parents and caregivers
must assess their child daily for symptoms of the common cold, influenza, COVID-19, or other
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infectious respiratory diseases before sending them to school. If a student develops symptoms
while at home, parents or caregivers must keep their child at home until they have been assessed by
a health care provider to exclude COVID-19 or other infectious diseases, and their symptoms have
resolved.
See Appendix B.

Entrances restricted
At the main campus, the playground entrance will only be used by students and staff entering and
exiting the building during the scheduled drop-off and pick-up times and recesses. All other access
to the building will be restricted to the front entrance, this includes: courier deliveries, contractors
and trades people, and students who arrive late. (Students who arrive late must follow the hygiene
requirements for entering the building.)
Contractors and trades people must sign both in and out as well as noting what areas of the building
they will be working in/on. This information will be provided to cleaning personnel so that
appropriate cleaning procedures can be taken in those areas. See Appendix C.
At our child care centres access to the entrances will be limited and protocols for any deliveries,
contractors and trades people will be adhered to as outlined above.

Visitors (including parents)
All visitors, including parents, will be encouraged to make an appointment or call ahead before
coming to the school or child care centres to drop-off items for students or office staff. (Such as:
lunches, requested information/documents, payments, etc.)

Hygiene Measures
Handwashing and sanitizing
Both students and staff can pick up germs easily, from anything they touch, and can spread those
germs to objects, surfaces, food and people. Thorough hand washing with plain soap and water is
still the single most effective way to reduce the spread of illness.
Therefore, before students enter the school, they will go to the nearest wash basin* or hand
sanitizer to wash their hands (monitored by an adult). Handwashing will occur:
●
●
●
●
●
●
●

When students arrive at school and before they go home
Before and after any transitions within the school setting (e.g. to another classroom, indooroutdoor transitions, moving to on-site childcare, etc.)
Before eating and drinking
After using the toilet
Before and after playing outside
After sneezing or coughing into hands
Whenever hands are visibly dirty.

* Outside wash basin at Main Campus (912 Vancouver Street) only
Staff will follow the same hand washing protocols as students, but will also wash their hands:
9
Updated August 18, 2020

Christ Church Cathedral Educational Society - COVID-19 Safety Plan
●
●
●
●
●
●
●

Before handling food or assisting children with eating
Before and after giving or applying medication or ointment to a child or self
After contact with body fluids (i.e. runny noses, saliva, vomit, blood)
After cleaning tasks
Before and after wearing disposable gloves and/or masks
After handling garbage
After assisting a child to use the toilet or changing diapers (applicable to child care centres)

Children forget about proper hand washing, so posters reminding students about washing their
hands will be posted throughout the school building. Cough and sneeze etiquette will be taught and
reinforced.
See Appendix D.

First aid and Illness
To limit the amount of student and staff traffic to the school office:
●
●
●

A supply of Band-Aids will be kept in each classroom
Disposable, single use ice packs will be available in the office and are to be used only for
serious injuries with pain and swelling.
Diligent hand hygiene protocols will be followed after administering first aid.

Children who become ill during the school day will be escorted by an adult to the school office
where:
●
●

●
●
●

●

The admin staff will contact parents/caregiver to come pick-up the student right away.
The ill student will be provided a face mask and isolated with adult supervision. Where
possible, a distance of 2 metres will be kept from the ill student. When not possible, staff
may wear a mask if available and tolerated, or use a tissue to cover their nose and mouth.
The ill student will be provided with tissues to cover their coughs or sneezes. Used tissues
will be disposed of as quickly as possible.
Staff should avoid touching the student’s body fluids (e.g., mucous, saliva). If unavoidable,
staff must practice diligent hand hygiene.
Once the student is picked up, employees responsible for facility cleaning must clean and
disinfect the space where the student was isolated and any areas used by them (e.g.,
classroom, washroom, common areas).
All students and staff that have come into contact with the ill student must practice diligent
hand hygiene.

Staff who become ill during the school day must report their illness to the school office and go
home immediately. If the employee is unable to leave immediately, (e.g. must wait to be picked
up), the employee will be given a mask and asked to isolate. Once the employee has left,
employees responsible for facility cleaning will clean and disinfect the space where the
employee was isolated and any areas used by them (e.g. desk, washroom, common areas).
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Physical distancing and minimizing physical contact at the main campus (K – grade 8)
Understandably, physical distancing is challenging in a K-8 educational setting, particularly with
younger children. At the same time, it is important that we do what we can to try to assist children
and staff understand the importance of minimizing the frequency of physical contact with one
another. Health authorities have updated (August 11) their guidelines for schools and have
introduced “cohorts” as a means of reducing the number of close physical interactions at school. The
following protocols will be utilized:
●
●
●
●
●
●
●
●
●

●
●
●
●
●

●
●
●

To the extent possible, parents will stay 2 metres from other adults and children.
Students and teachers within a cohort (K – 8) will minimize physical contact within the
cohort at all times.
Students in K – 5 will minimize physical contact between cohorts while outside.
Students in K – 5 will maintain a 2 metre distance from students of another cohort while
inside.
Students in 6 – 8 will maintain a 2 metre distance from students of another cohort both
inside and outside.
Certain areas of the school and child care centres will have a maximum capacity for adults
posted as adults from should continue to maintain a 2 metre distance from all other adults.
Desks will be spaced apart in each classroom and will be arranged so that students are not
facing each other if proximate.
The flow of students throughout the school will be managed by staggered drop-off, pick-up,
and recesses, directional arrows and other signs.
Students in K – 5 will remain in their homeroom classes and not move about the school as
much as possible (exceptions will be necessary, e.g. when going to music class or PE). It is
preferred that Teachers and EAs move to and from classrooms in K – 5.
In the Middle School, students will move between classrooms in a controlled manner.
On the playground, students will remain in their cohorts within assigned spaces and at
assigned times.
PE classes will focus on individual activities or activities for which there is minimum physical
contact.
Interschool sporting events have been cancelled.
Specialist teachers (music, band, French, learning support, special education, etc.) who work
with students in multiple cohorts must maintain physical distance with all students and
staff. When this is not possible, they must wear PPE.
Exploratory classes can again be offered (middle school) if students and staff can follow the
physical distancing protocols for cohorts.
To the extent possible, all meetings will be held virtually.
All assemblies must be limited to within a cohort.

Physical distancing at child care centres


For younger children maintaining physical distance is not practical. Therefore our focus is to
minimize physical contact
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Staff will minimize the frequency of direct physical contact with children and encourage
children to minimize physical contact with each other. Exceptions will be made for children
from the same household (e.g., siblings)
Staff will maintain physical distancing from one another and stagger break times
Close contact greetings (e.g., hugs, handshakes) will be avoided
The number of staff who interact with the same children throughout the day will be
minimized
Different room configurations have been implemented (e.g., separating tables)
Smaller group environments have been created and more individual activities are
encouraged
Nap mats are spaced apart and configured to reduce face to face contact
Any children exhibiting signs of illness will be supervised in an area separate from other
children until they are picked up. Areas will be cleaned and disinfected after the child leaves
Snack and meal times are staggered to allow spacing between children during meals
The number of additional adults entering the centre is minimized
Pick up and drop off procedures will adhere to physical distancing measures, occur outside
the building when practicable, and reduce the number of people entering the building
At sign-in/sign-out parents and caregivers will use their own pen and avoid touching the
sheet directly

Food and Drinks (Main Campus and Child Care Centres)
The hot lunch and milk programs can continue to be provided. Food prepared at home cannot be
shared with other children, including treats (muffins, etc.) Students will pack in/out their lunches,
snacks, and drinks and their garbage will be taken home. The following are the protocols for food
and drinks:
●

●

●
●

Students must bring their own water bottle, filled from home. Students at the main campus
will be permitted to refill water if needed, but at set times for each class. Drinking water
fountains will be off-limits.
Snacks and lunches will be eaten in the classroom before or after their scheduled recess or
lunch recess time OR taken outside to eat under supervision to ensure students pack up
their garbage and wash their hands after eating.
Food and drinks must not be shared.
The cooking classes (grades 6 – 8) can continue, provided standard food safety guidelines
are followed, the cooking area is cleaned and disinfected according to COVID-19 cleaning
protocols, and students are from one cohort.

School supplies and textbooks/workbooks (Main Campus K – 8)
Students starting school in September will be supplied with necessary materials and tools (pencils,
notebooks, etc.) These items will not be shared during the day. There is no evidence that the
COVID-19 virus is transmitted via textbooks, paper or other paper-based products, therefore paper
will be distributed by the teacher as needed. The following protocols will be followed:
●
●

Textbooks/workbooks will remain in the student’s desk, or on a shelf in the classroom.
Students will pack in and pack out all backpacks and gear every day.
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●
●
●
●

School supplies will not be shared.
Middle school students will have daily supplies distributed by the teacher, but these too will
have to be transported back and forth every day.
Cubbies will be used in K – 4 to store items during the day.
Lockers will be off limits to students in grades 5 – 8 due to the narrow hallways and the
bottleneck that would occur when students accessed their lockers.

Personal belongings (Child Care Centres)




Children’s personal items will be kept in their cubbies
Any personal comfort items (e.g., stuffed animals) will be laundered daily at home and not
shared with other children
Personal items will be labelled with the child’s name. No sharing will be allowed for bottles,
sippy cups or other personal items

Personal belongings (Cathedral School K – grade 8)






Staff and students will be encouraged to bring only what is necessary to school (backpacks,
lunches, clothing, school supplies, etc.)
Because our hallways are narrow upstairs and accessing lockers will bring students very
close together, students in grades 5 – 8 will keep their backpacks with their personal
belongings in the homeroom classroom
Students in grades K – 4 will use their cubbies and teachers will manage the flow of traffic to
the cubbies in order to limit close contact.
Parents should ensure personal items are labeled so as to prevent the accidental sharing of
items.

Personal protective equipment (PPE) at our Childcare Centres
While caring for young children at the childcare centres, situational use of masks will be
implemented when physical distancing is not possible and there is a risk of transmission from fluids
(e.g., during first aid procedures and diaper changes). There is limited benefit from wearing masks in
public settings or in schools. Masks are not recommended for use by children unless advised to do
so by a health care provider. In young children in particular, masks can be irritating and may lead to
increased touching of the face and eyes.

Personal protective equipment (PPE) at Cathedral School (K – 8)
There are updated guidelines for staff who work in the education sector.
Every student and staff member will be given two masks when they return to school in September.
Under the updated health and safety guidelines, masks are required for all staff and all students in
middle and secondary school when they are in high traffic areas like school buses and
hallways, and anytime they are outside of their classroom or learning group and they cannot safely
distance from others.
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●
●
●
●
●

Students will have the choice to wear a mask in the classroom
Staff will have the choice to wear a mask when interacting within their learning group
(cohort)
Staff must wear a mask when interacting with students outside their cohort and they cannot
physically distance themselves from the students or other adults
Staff may choose to wear a face shield at any time, however face shields do not replace the
need for a mask when in close proximity to staff and students outside their cohort
Everyone must treat each other and those wearing masks with respect

Even when wearing a mask, staff and students will still be required to maintain physical distance
from people outside of their learning group.
● Exceptions will be made for students and staff who cannot wear masks for medical reasons
Elementary school students (K – 5) are not required to wear masks.
If a student or staff member develops symptoms while at school, they must wear a mask while they
are preparing to go home. Review COVID-19 mask use information from the British Columbia Centre
for Disease Control (BCCDC).

Cleaning staff will be provided with the personal protective equipment necessary to the
performance of their cleaning duties and responsibilities. This includes PPE recommended or
required for the use of certain cleaning products and disinfectants such as gloves, safety glasses, and
masks.

Other hygiene measures
●
●
●

Washroom access will be limited to one student at a time.
In Band/Music classes – instruments will not be shared
At this time, Band classes will take place in the Cathedral to allow for maximum space
between students and between the students and the teacher

Cleaning and Sanitizing
Regular cleaning and disinfecting of objects and high-touch surfaces is very important to help to prevent
the transmission of viruses from contaminated objects and surfaces. Therefore, cleaning staff will be
following a rigorous and regular cleaning schedule that includes:
●
●
●
●
●
●

Washrooms will be checked for adequate supplies and cleaned periodically throughout the day
(at a minimum, twice a day). See Appendix E for checklist.
Hand sanitizer will be located at each entrance to the building.
Areas deemed as “high touch areas” such as door knobs, switches, railings, etc. will be cleaned
periodically throughout the day (a minimum of twice per day). See Appendix F for charts.
The playground structures will be sanitized between group use.
Garbage and recycling containers will be emptied daily.
General cleaning and disinfecting of the premises will be done daily.
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●
●
●

Cleaning staff will be provided information and instructions regarding all cleaning and
disinfecting products utilized.
Items that are not easily cleaned (e.g. fabric or soft items) will be moved to storage or limited in
their use.
See Appendix G for cleaning schedule.

Additional Cleaning and Sanitizing Protocols Specific to our Child Care Centres







Cots and cribs will be disinfected after each use
Crib linens will be laundered between children
Diapering stations will be cleaned and disinfected after each use
Disposable gloves will be used for handling bodily fluids (e.g., runny nose, vomit, stool,
urine). Hands will be washed before and after wearing gloves
When holding children, staff will use a blanket or cloth to cover clothing. Blankets and cloths
will be changed between children
Blankets, face cloths, towels and bibs will be washed between uses by different children

Communication Strategies
Health and safety measures in place prior to the pandemic are still in place. The additional health and
safety measures due to COVID-19 that have been added (and are now in place) are subject to change by
health authorities. New pronouncements, directives, or orders from a variety of governing or licensing
bodies can add or modify existing health and safety measures. The administrative management team
will endeavor to provide updates to all staff on a timely basis. Since the majority of these updates will
be in electronic format, all staff are encouraged to review all information sent to their official school
email address. Parents and caregivers will be kept informed through the use of the weekly newsletter
and periodic emails/newsletters throughout the summer.
Our monthly staff meetings are an opportunity to discuss concerns related to any health or safety
measures and any issue can be added to the agenda. In addition, we have scheduled a regular weekly
staff meeting when we will review these protocols. Teachers can also raise concerns during the various
grade level meetings and EAs can raise concerns during meetings with their supervisor. Issues and
concerns can also be directed to any member of the administrative management team or to the Health
and Safety Officer. See Appendix H.
To the extent possible, meetings will be held virtually. Any face-to-face meetings will:
●
●

Be held in a large enough space to allow for social distancing.
Be minimal in length of time.

Documentation and training
All changes to work policies, practices, and procedures due to the COVID-19 pandemic will be
documented and posted as necessary. Safe work procedures and instructions to be followed, including
hand washing and cough/sneeze etiquette and directional signs, will be found posted throughout the
buildings along with occupancy limits for each room/area. See Appendix I.
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Section III: Organizational Policies and Procedures for Specific Areas in
the Main School (K – 8)
Overview
In addition to the general organizational policies and procedures outlined in Section II, some areas of the
building require additional protocols to ensure the health and safety of the persons occupying those
spaces.

Administration/School Office Space
Access to the premises in general has been restricted, however the following are additional protocols
regarding the administration/school office space.

Office Access
●

●
●
●

The number of people allowed into the office at any given time will be posted on the
office door. There will be a maximum of one visitor in: the main office, Head’s office,
and Assistant Head/Lux Mundi Director’s office. Persons wanting access to the school
office will be directed by a sign to wait outside the office area until invited in.
A physical barrier will be in place to separate visitors to the office from the office staff.
Seating outside the office will be clearly marked and regularly cleaned.
The office door will be left open to limit contact with the high touch area of the door
handle, however occupancy limits must be respected.

“Sick” Phone
●
●
●

Students must ask staff to place a call for them (as opposed to students using the phone
directly).
The portable phone will be sanitized after each use.
If a student is indeed showing signs of illness, protocols to isolate and send that student
home will immediately be implemented.

Copier and Supplies Room
●
●
●
●

Access will be limited to one person in the room at any given time.
Access will be limited to administrative staff.
Teachers and EAs will use the copier located in the Staff Room.
Documents needing to be copied/printed in colour will be sent to the administrative
staff to process.

Office operations
●

Administrative staff may consider continuing some remote work, and/or alternating
days to reduce the intensity and frequency of contacts.

Staff Copier/Break Room
The function of the staff room will be to provide access to the staff washroom, sink for handwashing,
microwave and refrigerator, copier, and paper. The occupancy of the room will be limited and
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employees are generally encouraged to refrain from congregating in the staff room, except as
necessary.

Occupancy
●
●

The staff room will have a maximum occupancy posted.
Staff are encouraged to eat at their desks or outside (weather permitting). For those
needing to eat their lunch in the staff room, no more than two people may be seated at
opposite ends of the table. Staff could consider alternate locations for lunch such as the
library or the kitchen.
o Employee(s) will clean the area of the table used by them with cleaning supplies
provided and follow the instruction(s) for their use.

Food and drink
●

●
●
●
●

There will be no providing or consuming of communal food or drinks with the following
exception:
o Coffee pot and kettle will remain available for use with signage and supplies for
cleaning handle after each use.
The microwave will be available for reheating food with signage and supplies for cleaning
after each use.
There will be no communal use of dishes or silverware. Employees must bring their own
dishes and utensils.
Like students, employees are to follow a pack in/pack out lunch procedure with all garbage
and food scraps going home with the employee.
The refrigerator will be available for storing staff lunch bags that require refrigeration,
however all items must be removed at the end of each day. Employees are encouraged to
pack lunches or utilize insulated lunch bags so refrigeration is not needed.

Washroom and sinks
●
●

Routine checks will be made throughout the day to ensure an adequate supply of hand
soap, paper towels, and toilet tissue.
At a minimum, washroom and sinks will be cleaned twice a day.

Copier
●

●

●

●
●

Teachers and EAs will utilize the staff room copier for all copying and print jobs.
o Documents required to be copied in colour will be forwarded to the Admin staff for
processing.
Teachers and EAs will coordinate and arrange any necessary student printing for the staff
room copier.
o Students are not to be sent to the staff room or office to request their print jobs.
To minimize the number of people using the copier, teachers and EAs may wish to
coordinate and arrange for their copying/printing needs to be processed by designated
individuals.
Employees will wash their hands (or use hand sanitizer) after using the copier.
An appropriate cleaning product will be provided, with instructions for use, to clean the high
touch area of the keypad.
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Cleaning supplies
●
●

An adequate supply of cleaning products and supplies will be maintained in the staff room.
Signage and instructions for proper use of all cleaning products will be provided.

See Appendix J.

Classrooms
General protocols for the premises have already been enumerated in Section II. The following are
additional protocols specific to the classroom or other educational spaces:
●
●
●
●

Students will be allowed to leave the classroom to use the washroom, fill their water bottle, or
transition to the gym or playground under supervision.
Students are not permitted to wander the halls or go to the office by themselves.
Objects which are not easily cleaned/sanitized will be stored and not used (e.g., stuffed animals
or other fabric or soft items).
Classrooms will be arranged to facilitate cleaning and disinfecting.

Bus transportation for field trips
●
●
●
●
●
●
●

High touch areas of the bus will be cleaned and disinfected before and after use.
Students will wash (disinfect) their hands before entering and after leaving the bus.
Students will sit in their own seats wherever possible. Students from the same household can
share seats if space is limited.
Students in grades 6 – 8 will be required to wear a mask while on the bus.
A safe distance will be maintained between students and bus drivers.
The bus driver will wear a face mask.
Childcare centres will not be utilizing bus transportation at this time.
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Appendix B – Student and Staff Sick Policy
Our Policy regarding students and staff who are sick or showing signs of illness can be briefly stated as:

If you are sick you stay home. If you get sick you go home.
Further: (from BCCDC’s COVID-19 Public Health Guidance for K-12 School Settings Updated May 19, 2020 and
copied from https://www2.gov.bc.ca/assets/gov/health/about-bc-s-health-care-system/office-of-theprovincial-health-officer/covid-19/covid-19-pho-guidance-k-12-schools.pdf, May 29, 2020)












All students and staff who have symptoms of COVID-19 OR travelled outside Canada in the last
14 days OR were identified as a close contact of a confirmed case or outbreak must stay home
and self-isolate, including children of essential service workers who are ill.
Parents and caregivers must assess their child daily for symptoms of common cold, influenza,
COVID-19, or other infectious respiratory disease before sending them to school.
Staff must assess themselves daily for symptoms of common cold, influenza, or COVID-19 prior
to entering the school.
School Administrators must ensure school staff are aware of their responsibility to assess
themselves daily for symptoms of common cold, influenza, COVID-19 or other infectious
respiratory disease prior to entering the school.
School Administrators must:
o Clearly communicate with parents and caregivers their responsibility to assess their
children daily before sending them to school.
o In addition, school staff will conduct daily checks for respiratory illness at drop-off by
asking parents and caregivers to confirm the child does not have symptoms of common
cold, influenza, COVID-19, or other respiratory disease.
o Establish procedures for students and staff who become sick while at school to be sent
home as soon as possible.
Staff and students who are ill, including children of essential service workers, will not be
permitted to attend school.
Those unsure of if they or a student should self-isolate should be directed to use the BC COVID19 Self-Assessment Tool.
o If concerned, they can be advised to contact 8-1-1 or the local public health unit to seek
further input.
o They can also be advised to contact a family physician or nurse practitioner to be
assessed for COVID-19 and other infectious respiratory diseases.
There is no role for screening students or staff for symptoms, checking temperatures, or COVID19 testing. Such activities are reserved for health care professionals.
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Appendix C – Sign In/Out
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Appendix D – Hand Washing and Cough/Sneeze Posters
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Appendix E – Washroom, Classroom, Playground Cleaning Checklist
Classrooms (done by teachers): Spray Precept on the following: desks, chairs, door handles,
door frame, light switches and other high touch surfaces
Week of Sept 7

Mon

Tue

Wed

Thu

Fri

Any Notes?

Recess
Lunch
End of day
Initials
Washrooms - Check paper towel, toilet paper, disinfect light switches, toilets, sink and taps
Week of Sept 7

Mon

Tue

Wed

Thu

Fri

Any Notes?

Morning
Recess
Lunch
After School
Initials
Playground: Spray Precept on play structure and outdoor balls
Week of Sept 7

Mon

Tue

Wed

Thu

Fri

Any notes?

Recess
Lunch
End of day
Initials
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Appendix F – Various charts showing the high touch areas
(from Diversey’s Enhanced Cleaning and Disinfection Guide pages, 25, 26, 27, 29, 30 31)
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Appendix G – Cleaning Schedule
Custodian Cleaning & Disinfecting Daily Duties (Covid-19 protocols)
Tasks

Mon Tue

Wed Thu

Fri

Empty Garbage
Empty Recycling
Wash and Disinfect Bins
Replace Bin Liners
Check Paper towel Dispensers/Replace Paper as needed
Check Toilet paper Dispensers/Replace Paper as needed
Sweep Floors
Mop/Disinfect Floors
Mop/Disinfect Bathrooms with clean water/Raindance
Replace Daily with
(New Mop Head)
Clean and Disinfect Bathroom Sinks with single use paper
towels
Clean and Disinfect Toilets
Clean and Disinfect Mirrors
Clean and disinfect door Handles
Bathroom Stall Walls
Clean and Disinfect light switches
Refill all hand sanitizer bottles and wall - mounted dispensers
Initials to confirm above tasks are completed
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Appendix H – Contact List
Administrative Management Team Members:
Stuart Hall

stuart.hall@cathedralschool.ca

778-350-2250

Tobi Blue

tobi.blue@cathedralschool.ca

250-727-5597

Todd Fitzsimons

luxmundi@cathedralschool.ca

250-818-5981

Cindy Hayley

cindy.hayley@cathedralschool.ca

250-415-4447

Jennefer Byrne

jennefer.byrne@cathedralschool.ca

250-727-5533

Liisa Salo

office@cathedralschool.ca

250-415-1721

Health & Safety Officer:

Cindy Hayley

Human Resources Officer:

Cindy Hayley

Health & Safety Committee Members:
Stuart Hall, Cindy Hayley, Todd Fitzsimmons, Liisa Salo, Teacher (TBA), Educational Assistant (TBA)
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Appendix I – Room Occupancy and Signage

16
Updated August 18, 2020

Christ Church Cathedral Educational Society - COVID-19 Safety Plan

ROOM OCCUPANCY LIMITS UNDER STAGE 3 COVID-19 CONDITIONS
ROOM

MAX. ADULTS

MAX. STUDENTS

Kindergarten

2

15

Grade 1

2

11

Grade 2

2

13

Grade 3

2

13

Grade 4

2

13

Grade 5

2

11

Grade 6

2

12

Grade 7

2

12

Grade 8

2

12

Learning Centre

2

4

Library

2

9

Auditorium

2

18

Gymnasium

3

20
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Appendix J – Staff Room Protocols
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Appendix K – Protocols for Proper Use of Masks
(From the BCCDC. Retrieved online at http://www.bccdc.ca/health-info/diseases-conditions/covid19/prevention-risks/masks on May 29, 2020)

Masks
Facemasks can be worn to help protect those around you and should
be worn by people who are sick.

Wear a mask if you are sick
Masks should be used by sick people to prevent transmission to other people. Masks
are an appropriate part of infection prevention and control if you have symptoms of
COVID-19 or are caring for a person with symptoms. The mask acts as a barrier and
helps stop the tiny droplets from spreading when you cough or sneeze. Wearing a mask
does not make it okay to go out but it can help prevent the spread of germs at
home especially if you cannot separate yourself from others in the home.
Using a mask is not enough and should be combined with other preventative measures
such as frequent hand washing and physical distancing. Learn more about
the precautions you should take if you are sick.

Wearing masks if you are healthy
Wearing a non-medical or cloth mask or face covering is a matter of personal choice but
can help to protect others. Some people can spread the virus when they have very mild
symptoms or may be unaware they are infected. In this case, wearing a mask can help
protect others by containing your own droplets from coughing, sneezing, speaking or
laughing. Wearing a cloth mask will not protect you from COVID-19 but it is a good
option in situations where you cannot keep a safe distance from others for an extended
period of time such as when you are on transit, getting a haircut or visiting someone
indoors.
Any mask, no matter how efficient at filtration or how good the seal, will have minimal
effect if it is not used together with other preventive measures, such as frequent hand
washing and physical distancing.
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When students and staff are expected to wear masks
In K-12 schools, non-medical masks are required to be used by adults and students in
grades 6 – 8 in situations where a person cannot maintain physical distance and is in
close proximity to a person outside of their learning group/cohort or household. (Health
and Safety Guidelines for K-12 Page 20).
If a worker or a student (grades K – 8) develops symptoms of COVID-19, flu, or cold,
they must be provided a mask until they leave the school.
It is important to treat people wearing masks with respect.

Types of masks
Medical masks and N95 respirators should be reserved for healthcare workers. If a
person is symptomatic or caring for someone who is symptomatic, it is better to use
commercial masks if available.
Healthy people can use homemade or cloth masks to protect others. If you are making a mask,
here is some information to improve the effectiveness of homemade masks:


Some materials are better than others. Use clean and stretchy 100% cotton, tea towels,
sheets, t-shirts or pillowcases.



Ensure the mask fits tightly around the nose and mouth; material that allows droplets to
pass through gaps will not work.



The mask should be comfortable, or you won’t want to wear it consistently.



If the mask makes it a lot harder to breathe, then the seal will not be as good, and the
mask will be less effective.

Cleaning and disposing of used masks
Commercial masks should not be cleaned and reused because putting surgical masks in the
washing machine may damage the protective layers in the masks, reducing their effectiveness.
If you are sick or caring for someone who is sick, masks need to be changed frequently. To
dispose of masks after use:


Wash your hands with soap and water before taking off your mask.



Dispose of used masks in a wastebasket lined with the plastic bag.
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After taking off your mask, wash your hands again with soap and water before touching
your face or doing anything else.



When emptying wastebaskets, take care to not touch used masks or tissues with your
hands. All waste can go into regular garbage bins.



Clean your hands with soap and water after emptying the wastebasket.

Homemade or cloth masks should be cleaned and changed often:


To clean a homemade cloth mask, wash it using the directions on the original material
(for example, if the mask was made from t-shirt material, follow the washing instructions
on the t-shirt tag) but in general, warmer water is better. Dry the mask completely (in the
dryer using a warm/hot setting if possible).



Do not shake dirty masks to minimize spreading germs and particles through the air. If
dirty cloth masks have been in contact with someone who is sick they can still be
washed with other people’s laundry.



Any damage, fabric break down, or change in fit will reduce the already limited protection
of cloth masks.

Health care professionals
Healthcare professionals will wear surgical masks, eye protection and gowns in order to
protect themselves and other patients. For some procedures, they will wear specialized
masks. Please refer to the information for health care providers about personal
protective equipment.
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Appendix L – Work at Home and/or Alone Protocols
Temporary Telework Protocol for Employees at Christ Church Cathedral School

Overview
In accordance with the recommendations of the Provincial Health Officer (PHO) and during
the COVID19 pandemic, CCCS employees may be permitted by the School to work from home
(remote work) to assist with physical distancing strategies. Remote work may involve
employees working full-time, part-time, or a percentage of time from a location other than
their normal worksite for a specified period. Employers and Employees need to ensure they
are each meeting their respective responsibilities to maintain a safe and secure work
location.
Please note that this Protocol for the Employer and Employee is temporary and can be
withdrawn by the Employer at any time and as physical distancing strategies and other health
measures change. Employees are to complete all fields of the Protocol before review and
approval by the Employee’s supervisor.

Section 1: Employee Information
Employee
Direct Supervisor
Effective Date
School Name
Telework Location

Official Office Work
Location

Mr. Stuart Hall,

Mrs. Tobi Blue,

Ms. Jennefer Byrne (please

Christ Church Cathedral School
Address:
City, Postal
Code:
Personal phone:
Email:
School: Christ Church Cathedral School
Address: 912 Vancouver St.
City, Postal Code: Victoria, V8V 3V7
Business Phone: 250-383-5125

Section 2: Roles, Rights and Responsibilities
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Work Responsibilities and The Employee’s role, work duties,
responsibilities/accountabilities and expectations will be
Schedule
consistent with the expectations of the Employee
when working at the School to the extent that can be
reasonably expected in a home setting.
The Employee’s hours of work continue to apply, and the
Employee must continue to be accessible for work-related
purposes during their normal work hours. Duties that must be
performed at the work site (i.e. home) will be documented by
the Employee and supervisor as required. Rules related to time
away from work for medical appointments and leaves (e.g.,
sick, vacation, etc.) continue to apply.
Employee Status,
Benefits and
Entitlements

Employee status, benefits and leave entitlements,
eligibility for authorized overtime and Employee salary are
not altered by this Protocol and will be arranged/dealt with
through existing practices/directives.

Conditions

The provisions of all relevant workplace policies and
guidelines, legislation, terms and conditions of
employment and/or relevant
contract provisions will continue to apply.

Occupational Safety and
Health; Ergonomic
Considerations; Working
Alone/ Check-in
Procedures

The Employee will maintain a designated and dedicated
that
meets occupational safety standards for the home office and
workspace
office ergonomics (see WorkSafeBC computer workstation fit
resource). The Employee understands the additional
responsibilities
in
each of the following areas that are assumed when working
from a
home office:
WorkSafeBC coverage for work-related accidents will
continue to apply during the telecommuting work schedule
as defined in this Protocol. The Employer will not be
responsible for any non-work related injuries that may
The Employee agrees to follow safe work practices and to
promptly report any work-related accident that occurs at the
telework (home) office to their supervisor and/or appropriate
Employer representative.
The Employee must check in with their supervisor at the start
and end of each work day for connection and to align with the
OHS guidelines of working alone. The supervisor will check on
the Employee’s well- being daily either through email or phone
call.
The Employee should maintain regular contact with
supervisors and colleagues to carry out their work. The
Employee should provide a contact number in case of an
emergency or a missed check in.
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On-Site Visits

If after using the ergonomic resource listed above, the
Employee has ergonomic concerns, or other safety concerns
related to their work area, the Employee can send photos to
their supervisor, and the
Employer will help resolve the concerns. On-site visits may also
be

Technology, Equipment,
Materials and Supports

The Employee and Employer will agree on what equipment will
used
be to support the telework arrangement.
The Employee will not be required to purchase equipment at
their own expense as a result of the telework arrangement.
Employees are expected to maintain the work from home
location and are responsible for maintenance of their own
equipment. The cost of all equipment and supplies provided by
the Employer will be paid for and maintained by the Employer.
All software used by the Employee on Employer computers
must be legally acquired and licensed by the Employer, and
installed by appropriate Employer personnel.
All the equipment provided for teleworking shall remain the
property of the Employer and must be returned should
employment or the telework Protocol terminate.
Equipment and supplies provided by the Employer are to be
used only for the purpose of carrying out the Employer’s work
Employer owned equipment shall not be employed for
personal use except on an incidental basis if consistent with
current district policies on use of technology and equipment.
The Employee will be responsible for taking reasonable steps
to prevent loss or damage of all assets belonging to the
Employer.

Insurance

The Employee will ensure that teleworking (i.e. operating a
home office) does not breach the terms of their household
insurance policies.

Confidentiality/Security
Standards

The Employee will be responsible to secure and protect
the property, documents and information belonging to the
Employer.
The Employee will promptly report to the School’s privacy
officer (Mr. Hall), any circumstances or incidents which may
compromise the confidentiality of any property, documents or
information in connection with their employment, so that
appropriate measures can be taken in accordance with the
Personal Information Protection Act.
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Section 3: Acknowledgment
Acknowledgment by
Employee:
I have read the above telework Protocol. I fully understand the duties, responsibilities,
obligations and conditions for telework expressed in this document. I also understand that
these are in addition to my normal duties, responsibilities and obligations.

Employee Signature

(Print Name)

Date
Acknowledgment by Employer/Decision Authority:

Manager / Decision Authority Signature

(Print Name)

Position Title

Date

Further: While working at home there will/will not (please Highlight) be someone else at
home.
Emergency contact if I do work at home:
Name:
Cell number:
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Appendix M – Violence Prevention Program
Cathedral School has staff trained in Violent Threat Risk Assessment under the Safer Schools and ERASE
Programs.

Appendix N – Summary of Childcare Based Control Measures

29
Updated August 18, 2020

Christ Church Cathedral Educational Society - COVID-19 Safety Plan

Appendix O — Protocol for child or staff with symptoms of COVID-19 in a child care
setting
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Appendix P — When to perform hand hygiene
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